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Month Page 


ACCOUNTING AND FINANCE 
Depreciation schedule d May 
Eliminating expense of mailing statements..d Sept. 









































63 
61 


How Container Corporation forecasts profits Aug. 37 
How we keep track of sales and inventories ; 

Scholl Manufacturing Company................ Oct. 24 
No more guesswork for the budget ; Gates Rub- 

ber Company May 34 
Now statements go out on time; bookkeep- 

ing machine and turntable arrangement 

speed production Feb. 21 
Profit protection ; offices need systematic check 

of accounting systems e Nov. 8 
Voucher checks ; a voucher-check system....d June 61 
ADVERTISEMENTS, Pictorial 
How to pick best-selling pictures; selecting 

pictures for calendars, window displays, 

posters, etc May 24 
ADVERTISING 
Another outworn word eNov. 8 
How to pick best-selling pictures May 24 
Price-fixing laws boom advertising......................... Jan. 32 
Similarity of names makes business ; firms that 

capitalize on their names d Nov. 61 
Too much ballyhoo eDec. 9 
Trend of business as seen by the publisher ; in 

defense of advertising e Oct. 8 
ADVERTISING CLUBS 
Spirit of the Coast; Advertising Club of 

San Diego e April 9 
AMERICAN BUSINESS MAGAZINE 
Trend of business as seen by the publisher. 

(Program of American Bustvess for 1937) 

e Jan. 8 

ASSOCIATIONS AND CLUBS 
Management Congress ; Seventh International 

Management Congress eDec. 9 
Trend of business as seen by the publisher. 

( Advertising clubs and sales associations of 

the Pacific Coast) e April 9 





AUTOMOBILE PARKING 


Two ways to make vacant lots pay... June 17 





Month Page 


BONUS SYSTEMS 


Bonus plan -56 years old; White Furniture 








Company, Mebane, N. C. Oct. 
Computing bonuses d Feb. 
50 per cent more work from typists; cen- 

tralized stenographic department, time 

studies, bonuses Jan. 





BRANCH PLANTS 
Branch plants ; decentralization of industry e Jan. 
BRANCH PLANTS, Foreign 


Profit-building opportunities in foreign sub- 
sidiaries Dec. 





BUDGETS 


No more guesswork for the budget; Gates 











Rubber Company May 
BUSINESS 
(The) boom complex e Jan. 
Jittery business men e May 


Management’s task; nine-point program of 




















C. M. Chester, General Foods Corpo- 
ration e July 
Passing turmoil e July 
Playing America to win e Aug. 
Political Aspects 
Business men in politics e Nov. 
Demuddle business e Feb. 
Major Berry’s about-face e Jan. 
BUSINESS CONDITIONS 
1938 will call for fighting policies Nov. 





Trend of business as seen by the publisher. 


e Nov. p. 8; e Dec. 





BUSINESS DEPRESSION 











Market crash e Oct. 
Next depression e Sept. 
BUSINESS FAILURES 

Life, sixty-six months e Jan. 
BUSINESS FIRMS, Small 

Small business e Nov. 
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_ BUSINESS FORECASTS V ae 
No. 1 horseman; Dr. Virgil Jordan’s business 

forecasts e Dee.’ 8 

Trend of business as seen by the publisher e Aug. 8 





BUSINESS FRIENDSHIPS 
Business friendships: are they overrated? Oct. 17 
BUSINESS LIBRARIES 


Information while you wait March 22 





BUSINESS MANAGEMENT 




















Business needs more playing managers... Aug. 32 
I’m no slave to my business ; management prin- 

ciples of Arnold C, Schueren, president, the 

Vaughan Company Dec. 14 
Key to 1938 profits Dec. 11 
Management’s wage e May 11 
This thing called enthusiasm Aug. 14 
We found may ways to cut expenses ; Houston 

Packing Company Dec. 17 
Where, oh where did our profits go? Value of 

a profit-control committee Nov. 20 
Will-o-the-wisps of management Jan. 11 





BUSINESS MEN 
Human side of business. d Oct. p. 32; Nov. 

p. 382 Dec. 32 
I’m no slave to my business Dec. 14 
Is it foolish to retire at fifty? May 13 
Little jobs, well done, built these careers ; first 











steps in 50 careers Feb. 26 





BUSINESS NEWS 


Next month in business; a calendar of coming 
events. Jan. p. 58; Feb. p. 61; March p. 54; 
April p. 54; May p. 58; June p. 50; July 
p. 52; Aug. p. 34; Sept. p. 58; Oct. p. 55; 
Nov. p. 54 Dec. 39 





CAPITAL 
e Oct. 26 





Money needs wages, too! 


CATALOGS 


Catalog distribution creates paint orders... April : 


bo 
bo 


CHAIN STORES 
How to sell the variety chains 
New sales opportunities in the variety-store 

boom May 18 
New trends in food distribution. Oct. 21 
Outlawing chain stores e March 8 
Turning slow movers into best sellers ; variety- 


June 26 











store experience July 26 





CHAMBER OF COMMERCE OF THE UNITED STATES 
Keep the Chamber eJan. 9 





CHRISTMAS LETTERS 


Put yourself in every Christmas letter... Nov. 34 





126083 
CITIES AND TOWNS 











Industries 
Business men join hands to revive a dead town ; 
Elmira, New York Aug. 19 
COIN MACHINE AS DISTRIBUTION OUTLET 
How business profits from coin machines............ Sept. 28 
Profits from idle floor space; coin-machine 
NS ee Le Aug. 24 
COLLECTIONS—See: CREDITS AND COLLECTIONS; 


RETAIL CREDITS AND COLLECTIONS 
COLLEGE GRADUATE IN BUSINESS 
Excess baggage; college graduates as secre- 

TRIITOIIIDY sisneasioncsscsisiniseis alnibentassipsabaniel e Sept. 9 
COMMUNITY ACTIVITIES 


ee d July 57 





COMPENSATION PLANS—See: PERSONNEL RELA- 
TIONS—Compensation Plans and Incentives 





COMPETITION, Unfair 

We need workable Jews eeesescesseceeceennnnnee March 16 
COMPLAINTS—See: CUSTOMER RELATIONS 
CONVENTIONS, CONFERENCES AND SHOWS 
Another outworn word; Swift & Company 

e Nov. 8 


Next month in business ; a calendar of coming 





holds convention by radio.............. 


events. Jan. p. 58; Feb. p. 61; March p. 54; 
April p. 54; May p. 58; June p. 50; July 
p. 52; Aug. p. 384; Sept. p. 58; Oct. p. 55; 





oe ; Dec. 39 
Play shows nine types of buyers.................Nov. 49 
CORPORATIONS 

Reorganization 
Men who saved Willys-Overland. Nov. 17 
Reports 


What shall we put in the annual statement?..Oct. 35 
COURTESY 
ee d Feb. 65 


CREDIT, Bank 


Planning for future credit ; metropolitan bank- 
NINN wissictisintnicinsietichiitiasiciieatid March 27 


CREDIT RISKS 
ee ee ae e Feb. 9 


CREDIT UNIONS 


Plant credit unions; American Rolling Mill 
CID cicenitinncieremitintandmmiiicammntait d March 62 


CREDITS AND COLLECTIONS 


Credit jitters; contract credit when business 
is good, expand it when business slows 
IGE Sisisinccsinsictisnaeissieariicdinicisasiminiisiagéiiadalamnaitd e Nov. 9 








Credit manager draws a blonde! July 
His credit policies build sales Aug. 
How we taught our customers to discount bills ; 














Camden Furniture Company Dec. 
Settling bad accounts e Feb. 
Shortest and best; short collection letter 

brings results d June 


Special customers’ rating provides lure for 
business ; mail-order customer classification 








d Sept. 

Statement form pictures delinquency............. d Sept. 

Taking the sting out of collection letters............ Feb. 
Wanted ; a letter to stop this common leak in 

business Dec. 

When a check reads “Paid in full’... Dec. 
Who can write the best collection letter, an- 

nouncing a new letter Combest... econ Oct. 


51 


27 


63 


62 
63 
32 


34 
19 


38 


See also: RETAIL CREDITS AND COLLECTIONS 


CUSTOMER RELATIONS 





Bring-em’-back-to-buy letters 
Novel memo inclosure; memo inclosure with 























Sept. ¢ 


letter to inactive customers d June 62 
When customers get hot under the collar...July 15 
Where customers are born; the switchboard as 

point of contact with customers... Jan. 30 
DEALER EDUCATION 
Salesmen and dealers go to school... d Oct. 64 
DEALER HELPS 
Dealer help; combination business card and 

blotter d May 63 
Ten promotion plans that clicked... April 22 
DEALER RELATIONS 
Giant playing cards add zest to announcement ; 

advertising campaign sold to oil dealers by 

giant deck of cards d Dec. 61 
Use different packaging in_ replacement 

orders d Nov. 61 

See also: MERCHANDISING 
DISCOUNT, Cash 
Cards bring checks; follow-up plan for com- 

panies taking unearned discount.............. d March 62 
How we taught our customers to discount bills ; 

Camden Furniture Company Dec. 27 
DISPLAY OF MERCHANDISE 
Empty-can display sells more oil April 36 
Roof aids truck sales; used trucks displayed 

on roof of building d April 61 
When a product gathers dust on the shelf...Sept. 17 
DISTRIBUTION METHODS 
How business profits from coin machines........Sept. 28 
New trends in food distribution Oct. 21 








Profits from idle floor space; coin-machine 











business Aug. 
EFFICIENCY, Industrial 
More wages and lower taxes July 
EMPLOYEES AS SALESMEN 
Every employee a salesman Dec. 
EMPLOYEES AS STOCKHOLDERS 
Profit-sharing plan that really works................. May 


EQUIPMENT TRENDS 
Adjustable perforator punches holes in cards 

or papers d Nov. 
Amateurs can operate this film projector....d Dee. 
Amplifying system for paging, calling, or pub- 

















lic speaking d Sept. 
Automatic machine types selected para- 

graphs d Nov. 
Automatic penfiller d March 
Automatic typewriter d April 


Automatic typewriter “selects” paragraphs 





d Sept. 
Auxiliary projector “directs” light beams d Oct. 
Business show ; National Business Show............ e Oct. 
Cellulose ribbon for typewriters... d March 
Chicago Business Show d March 





Combination desk set boon to busy execu- 























tives d Dee. 
Complete secrecy provided for office communi- 
cation d Dee. 
Desks designed for specific office operations d Sept. 
Easy communication ; Port-A-Fone.................. d April 
Easy-to-operate time clock eliminates con- 
gestion d Dec. 
Efficient payroll; desk-model bookkeeping 
machine d April 
Electric keyboard check protector by Hed- 
man d Oct. 
Employees’ locker d Feb. 
Even illumination ; special wall brackets....d March 
Executive lamp d Jan. 
Folding fans; for travelers d June 





For carbon impressions; carbon impression 
numbering machine d April 
For indirect lighting ; new five-pound reflector 














d July 

Group locker accommodates sixteen persons 
d Sept. 

Hand-operated check signer for small com- 
panies d Nov. 
Handy office cooler d Feb. 





Handy-phone simplifies office consultations d Nov. 
Hundred Burroughs exhibit; 
National Business Show d Oct. 
IBM shows many new office machines this 
year d Oct. 
Improved air circulator ; modern office fan d July 
Improved closing device for ring binder.........d Dee. 


machines in 
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Improved copying; Ditto direct-process ma- 

chine d May 
Indirect lighting applied to desk lamps... d Nov. 
Ink fountain d May 
Inter-office communication ; Philco-Phone d March 
Letterhead “pads” 
second sheets in pad form speeds stenog- 








; letterheads, carbons and 


rapher’s work 





Light for stacks, bins; light reflectors. d April 
Lighting installation; Bi-Post 'T-24 lamp 








samatcaul d July ! 


64 
63 
66 
64 


PIII i iccsiticinstccidicamatiiaielactnsssiines d July 55 
List finder ; handy office address index............ d Feb. 68 
Mail-delivery cart....... eeveeed June 61 
Measuring instrument; Micromax measuring 

machine d April 67 





Mobile record safe ; a safe for small companies 






























































and branch offices... d July 58 
Modern duplicator d Feb. 68 
More calculating; special Comptometer desk 

jumps production d April 62 
Multiple communication ; Operadio system d April 66 
Neon-lighted register eliminates paging....d Sept. 61 
New addressing machines by Elliott... d Oct. 61 
New cylinder shaver d March 64 
New duplicating medium excites interest...d Nov. 63 
New duplicator delivers work in eight colors 

d Aug. 56 
New four-leg desk cuts cleaning costs............ d Aug. 57 
New mimeograph has simplified operation._.¢ Oct. 60 
New store lighting for interior selling............ d Dec. 64 
SR III III i isecsaniesssinaseattinisescncbichsaetianeseentil d June 64 
New typesetter improves office printing.....d Aug. 57 
New water coolers d May 65 
No more dog-eared sheets in _ loose-leaf 

binders d Aug. 57 
Note-pad container d May 64 
Now a special cabinet for duplicators......... d Nov. 62 
Office communication ; Belfone Call and Reply 

System csbiatnaneiiaitinaaialemiaine d June 64 
Payrolls by peg-board_ d Feb. 67 
Pocket-type cabinet d April 65 
Portable register d May 66 
Roll printing; Rollprint press d Jan. 66 
Scientific desk lamps correct dark spots....d Nov. 64 
Secret communication ; inter-office communica- 

tion system pinninniiitaipianidiienciatsl d July 59 
Silent office radio d Jan. 65 
Sliding tray ledger safe d Jan. 64 
Social security forms; visible record books d Jan. 64 
Spell-out sign; luminous letter blocks for 

display d March 65 
Stationery costs cut ; use of the Varityper d Jan. 61 
Steel office chairs d May 65 
Stock handling; new Tray-N-Rack equip- 

I seiesecertnbiainaiinipiniaieslisiienminsamniomninsinnl d March 66 
Streamlined papers; Cornerounder for round- 

ing corners of papers... d June 64 
Sturdy stand supports office devices................ d Dec. 64 





Summer office cooler; summer air conditioner 











el a SS a I ae lee ae d May 64 
Swimgimg Gesk Derry nnn aencenneeeenneeenneeeenneoe d March 66 
Tamper-proof carbon; Durographic Car- 

Pe ne ey ae Tee eee d June 64 
Test for uniformity; Trans-O-Meter instru- 

ment for testing material... d July 59 
Twelve station phone system dials auto- 

I asinine Aistaseipesaditnepiiienbeniial d Aug. 56 
U E F’S new portable typemasters.......... d Oct. 62 
Uniform margins; Vari-Space typewriter d Jan. 65 
Visible records; Handifax visible record d April 62 
Visitors get pop-eyed at business show............ d Nov. 62 
Wardrobe unit includes individual lockers.....d Dec. 65 
Wood and fibre board cuts paneling costs d Aug. 56 
EXECUTIVE ABILITY 
ee e May 11 
Give me a man who gets things done... Feb. 15 
Oe Oct. 14 
Swift’s new president ; John Holmes................ eDec. 8 
EXECUTIVES 
ee e Aug. 9 
Little jobs, well done, built these careers ; first 

a Feb. 26 
Shortage of executives... eel Van. 9 
TTomorrow’s leader syne... ..csccccceeeccsseeesessveseesnveeeesenveesees eSept. 8 

See also: PERSONOGRAPHS 
Salaries 
Trend of business as seen by the publisher ; 
publication of executive salaries... eFeb. 8 
Training 
Helping men find themselves. .eeeeneeeeeeee Feb. 11 
EXHIBITIONS 
Business show; National Business Show......... e Oct. 9 
Visitors get pop-eyed at business show; Na- 

tional Business Show... eeneeeeeeeeeel Nov. 62 
EXHIBITS, TRAVELING 
How trailers solved these sales problems............ Aug. 28 
Sales built on snow; “bike and hike” and snow 

trains have sports Service CAPS... econ Feb. 18 
POI NIN sss sscrclincsseniennisisseseatticntonsaeniesinssrtnesiscnnaantadl d March 61 
EXPORT TRADE 
Palm Beach finds export gates wide open; 

Goodall Company’s Palm Beach suits............ July 22 
Profit-building opportunities in foreign sub- 

tat eee Re RE Le eae Dec. 28 
FACTORY MANAGEMENT 
Penn Electric Switch Company; camera 

ID. siccsipnissssncncapintinsaiasibiaineniitsiantnmacminaitiinitaiibeis Nov. 41 
Management methods used in the current 

Intertype Corporation modernization pro- 

OI Fis tls dares capaci Feb. 49 
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FACTURY ViSITORS 








Selling good-will ; Servel, Inc d Feb. 
Visitors sign waivers d Jan. 
FAIR TRADE ACTS 

Price-fixing laws boom advertising... Jan. 


FEDERAL TRADE COMMISSION 


God’s gift to lawyers; Robinson-Patman Act 














e Aug. 
FILES AND FILING 
Adopt “no-filing” d March 
Cures for filing headaches Apr. 
Efficient sorting d July 
One answer to the private file feud... d Oct. 
Saving file space; Aetna Life Insurance Com- 
pany June 





d June 





Simplified filing 


FORMS AND BLANKS 


How we slice printing costs; Cities Service 
Company Dec. 


See also: SALES RECORDS 





GOVERNMENT EMPLOYEES 


$100,000-a-year men e Feb. 





GOVERNMENT REGULATION OF INDUSTRY 
Richberg says we need workable laws......... March 


Trend of business as seen by the publisher..e June 


HOUSE ORGANS 


Pay-check messages ; one-page mimeographed 





house organ d June 
HOUSE-TO-HOUSE SELLING 
Citizens fight anti-selling laws Sept. 





Wyoming outlaws salesmen ; Green River ordi- 

















nance April 
HOUSES FOR WORKERS 
Homes for employees March 
IDEAS IN BUSINESS 
Outmoded ideas e March 
INDUSTRY 

Decentralization 

Decentralizing for flexibility June 
Decentralizing spreads buying powev............... Aug. 
Decentralizing to reach markets............... April 
New plants for new products Oct. 
Why business is decentralizing March 





INSURANCE, Fire 


Co-insurance 


What executives should know about fire in- 
Nov. 


surance. Oct. p. 11 








61 
34 
56 
63 


22 


16 


e 


9 


29 
17 
15 
28 
11 


26 








INVENTORY CONTROL 
How we keep track of sales and inventories ; 
Scholl Manufacturing Company.................... Oct. 24 


JOB HUNTING 





Getting a job e Dec. 9 
JOBBERS 
Eliminating the jobber e Oct. 8 





Following an order through Hibbard’s ; camera 

survey of a hardware wholesaler... March 41 
Price problems in a sellers’ market....................... Feb. 13 
LABOR COST 


General Tire’s new payroll plan Nov. 22 





LABOR RELATIONS 
Political Aspects 
Challenge to management: an editorial. How 
management can avoid a dictatorship by 
e April 11 
Jittery business men e May 10 
Trend of business as seen by the publisher e May 10 


labor 








LEADERSHIP 
e Feb. 8 


Power of leadership 





LETTER WRITING 
Business letter craftsmen of 1936; eighteen 
winners of the Dartnell gold medal award Feb. 37 
Business letters of “Larry” Downs, president, 
Illinois Central Railroad March 14 
Follow-up system brings answers to letters d Sept. 63 
Friend-winning letters of J. F. Grimes............... June 14 
Henry Field’s turn-row letters April 13 
New correspondence form; how to begin a 











letter Jan. 16 
Put yourself in every Christmas letter... Nov. 34 


See also: CREDITS AND COLLECTIONS; CUS- 
TOMER RELATIONS; SALES LETTERS 


LIABILITY 
dJan. 63 





Visitors sign waivers 
Db 


LOS ANGELES 


Markets on the marelh................. 


e April 9 





LUNCHROOMS, Company 
Lunchrooms build employee morale.................... Jan. 18 


MACHINERY IN INDUSTRY 


Jobs and machines. (How machines make 


e March 9 





jobs. ) 


MACHINERY REPLACEMENT 

When should office equipment be replaced? De- 
preciation and obsolescence chart.................... Jan. 17 

MAIL HANDLING 

Mailing room economies ; mail-sorting plan and 


July 17 


mass mailing at close of day 
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22 
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53 
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New envelope for letter and package mailing d Dec. 63 
Opening mail d March 61 
Writing out state names avoids confusion..d Sept. 61 
MAIL ORDER BUSINESS 

Purchasing tests save money for Sears, Roe- 

buck & Co Oct. 41 
Special customers’ rating provides lure for 

business d Sept. 62 
MAILING LISTS 
Credit invitations ; special list of inactive cus- 

tomers circulated twice a year... d April 62 
Nine ways to get names June 20 
MARKET STORES 
These ideas ring up $1,000 in daily sales for a 

Chicago food market Sept. 24 
MARKETS, New 
New plants for new products Oct. 28 
MARKETS AND MARKETING 
Decentralizing to reach markets... April 15 
Frank Phillips—the Bartlesville Independent. 

Sept. p. 11; Oct. p. 18; Nov. p. 28... Dec. 24 
How business profits from coin machines......Sept. 28 
How to sell the variety chains June 26 
New plants for new products Oct. 28 
New sales appeal for old products March 17 
New sales opportunities in the variety-store 

boom May 18 
Profits from idle floor space; coin-machine 

business Aug. 24 
MERCHANDISING 
Door-opener plan helps sell oil burners... April 23 
Four good sales ideas June 36 
Grace Smith never lets well enough alone ; put- 

ting modern merchandising methods to work 

in a restaurant April 24 
Making of a best seller ; merchandising “Gone 

with the Wind.” April p. 18 May 30 
Modern educational program for an age-old 

product May 38 


New sales appeal for old products; reviving 
the parlor game industry 
Price problems in a sellers’ market... Feb. 
Proof of washability sells rayon; rayon pieces 
washed and ironed before customers in de- 
partment store d Dee. 
Sales built on snow; railroads, hotels, manufac- 
turers, retailers create new market for 
sports apparel and equipment... Feb. 
When a product gathers dust on the shelf.......Sept. 


See also: DEALER RELATIONS 








MONEY, Counterfeit 


How cashiers detect counterfeit money........... d Nov. 


March 17 


61 


NATIONAL BUSINESS SHOW 





(The) Business show e Oct. 
Visitors get pop-eyed at business show......... d Nov. 


OBSOLESCENCE 

Way out; junking obsolete products is cure 
for unemployment e Dec. 

When should office equipment be replaced? De- 





preciation and obsolescence chart................... Jan. 


OFFICE BUILDINGS 


Candid camera report on W. A. Sheaffer Pen 





Company’s new office building... May 
Modernization ideas from Central National’s 
new home....... July 


May 
Feb. 


Pen Electric Switch Company ; camera survey Nov. 


New ideas in business homes 





New trends in office buildings 





OFFICE MANAGEMENT AND ROUTINE 


Acme Steel’s modernization program................. Sept. 
Another payroll plan........... d Jan. 
Candid camera report on W. A. Sheaffer Pen 
Company’s new office building and officer 
May 
Digest pertinent printed matter for execu- 


d Aug. 





operations 





tives 





Eliminating expense of mailing statements d Sept. 

d Feb. 

50 per cent more work from typists; cen- 
tralized time 
studies, bonuses Jan. 


Emergency help 





stenographic department, 





Finds “dead money”; “branch” supplies divi- 
sion in each department saves company’s 





money d July 
Following an order through Hibbard’s ; camera 
survey of a hardware wholesalev..................... March 


How Container Corporation of America fore- 

Aug. 

Management methods that insure profits for 
the Jewel Tea Company ; camera survey.....April 





casts profits. 


Management methods used in the current Inter- 
type Corporation modernization program ; 
Feb. 
Methods that save time and money for Aetna June 
100 ideas that 

Servel, Inc. 





camera survey 


time and money for 


Jan. 


Save 





Penn Electric Switch Company ; camera sur- 














vey Nov. 
Phone cost control d Jan. 
Simplified invoices cut billing costs... d Nov. 
Speeding payrolls............... d Jan. 
Speeds addressing d April 
Visible index file ; index for switchboard oper- 

ator d June 





Where customers are born; qualifications and 
duties of a switchboard-receptionist.....__.. Jan. 





17 


41 


26 
34 
41 


41 


62 


41 


54 
61 


24 


55 


41 


37 


41 


49 
41 


62 
61 


63 


30 





OFFiCE WORKERS 
Better work in quiet offices Sept. 
Emergency help d Feb. 
Factors in office efficiency Aug. 
Salary standards for office workers in 250 lines 

of business. Dec. 1936, p. 9; Jan. 1937, 

p. 14; March p. 24 May 














See also: PERSONNEL RELATIONS; STENOG- 


RAPHERS 
OFFICES AND STORES 
Better work in quiet offices Sept. 
New ideas in business homes May 








Equipment and Supplies 





Foreign office machines e June 

How to insert removable pages in spiral bind- 
ing d Oct. 

Is your office working with old “No. 25’s”? e Feb. 





More overtime tonight e May 2 





New envelope for letter and package mail- 
ing d Dee. 
Now statements go out on time; bookkeeping 
machine and turntable arrangement speed 
production Feb. 
When should office equipment be replaced? 
Depreciation and obsolescence chart 
See also: EQUIPMENT TRENDS 








Layout 
Space-saving office layout 
Specially designed desks save floor space.....d Nov. 





Lighting 
Is your office too dark for good work?...... Aug. 
Lighting installation; Bi-Post T-24 lamp in- 
stallation d July 
Lighting problems d April 
New store lighting for interior selling d Dee. 








Modernization 
Acme Stecl’s modernization program 


Designed for selling ; new Stineway drug store. Feb. ¢ 


Is your office working with old “No. 25’s”? e Feb. 
More overtime tonight e May 
New offices for old e Oct. 
Streamlining a 50-year-old business home; 








camera survey Dec. 





Temperature Control 
Pays health dividends ; survey proves value of 
air-conditioning system d May 





ORDER HANDLING 

Following an order through Hibbard’s ; camera 
survey of a hardware wholesaler March 

Mail-routing sheet d April 

100 ideas that save time and money for Servel, 
Inc. Jan. 

Order and billing routine; Intertype Corpo- 
ration Feb. 

Order telegraph code d Jan. 














ORDERS 


Bigger order plan Feb. 





PACKAGING 
Big sales in a hurry; contests, deals and 
premiums Jan. 





Combination sales deals Feb. 





Use different packaging in replacement orders 


d Nov. 





PAYROLL RECORDS 


Another payroll plan d Jan. 





General Tire’s new payroll plan 
Payroll recording d March 


Payrolls by peg-board ; preparing information 





for Social Security records... ecco d Feb. 





Speeding payrolls d Jan. 
Taking the grief out of social security records July é 
Visible records d April 





PENSION PLANS 


Has Social Security changed private pension 





plans? Sept. 3: 


PERSONNEL RELATIONS 

Bosses come to workers’ party; Nunn-Bush 
Shoe Company Oct. 

Business as usual; hypothetical case of em- 





ployees being given the plant to run when 

they threatened to strike Feb. 
Chart shows employees where the money 

goes d Oct. 
Food cost control ; employee dining service d Jan. 








Great gift of praise e Nov. 








Helping men find themselves Feb. 

Lunchrooms build employee morale 

Stopping a loss leak; equipment book giving 
prices of equipment and filing of record helps 
cut down losses from breakage 


Tell him he is good 





These simple methods helped us increase pro- 
duction Aug. 
This boss remembers birthdays April 








3 ways to encourage punctuality May 

Time card notes; notes attached to time cards 
take place of bulletin board notices d June 

When employees grumble; several definite 


remedies April 








Compensation Plans and Incentives 
Bonus plan 56 years old; White Furniture 
Company Oct. 
Computing bonuses for typists using cyclome- 
ters d Feb. 


50 per cent more work from typists; cen- 








tralized stenographic department, time 
studies, bonuses Jan. 








Profit-sharing plan that really works; Sears, 
Roebuck contributes 5 per cent of profits 
and employees 5 per cent of salaries for old 
age security May 15 
Salary standards for office workers in 250 lines 
of business. Dec. 1936, p. 9; Jan. 1937, 
p. 14; March p. 24... May 36 


See also: SALARIES; SALESMEN—Compensation 
Plans 








Hiring and Firing 
When the time comes to fire a man 
Selection Methods 
Rough diamonds on payrolls; value of man- 


power e Sept. 





Training and Development 
Andy McGill’s midnight oil e March 
Junior boards of directors train future man- 
agers d Aug. 5! 
New training pln for office employees... d Dee. 








PERSONOGRAPHS 


Business letters of “Larry” Downs... March 
Frank Phillips—the Bartlesville Independent. 
Sept. p. 11; Oct. p. 18; Nov. p 28 


Friend-winning letters of J. F. Grimes; 





founder, IGA June 
Give me a man who gets things done; E. M. 

Voorhees, U. S. Steel Feb. 
Helping men find themselves; Sewell Avery Feb. 








Henry Field’s turn-row letters April 
Human side of business. d Oct. p. 82; Nov. 
p-. 32 Dec. 
Idea-a-minute Zim; P. B. Zimmerman, Norge 
Division of Borg-Warner Corporation.......0ct. 
I’m no slave to my business; Arnold C. 
Schueren, president, the Vaughan Com- 
pany Dec. 
Little jobs, well done, built these careers ; first 
steps in 50 careers Feb. 
Men who saved Willys-Overland ; Ward Cana- 
day and David R. Wilson Nov. 
Selling made easy; Lewis Greene Blessing, 
president, Bastian-Blessing Company Sept. 
Swift’s new president ; John Holmes... e Dee. 














Tomorrow’s leaders ; J. G. Chapline, president, 
LaSalle Extension e Sept. 





POLITICAL PARTIES 
Trend of business as seen by the publisher e Sept. 
PREMIUMS 


Big sales in a hurry ; contests, deals and premi- 
ums Jan. 28 





PRICE FIXING, Resale 


Price-fixing laws boom advertising 


PRICE INFLATION 


Sentimental Americans; prosperity not to be 
e Sept. 





forced by inflation... 


PRICE POLICIES 
Making prices behave e Oct. 


Price problems in a sellers’ market 





Sticker tells new prices; sticker attached to 
form letter gives customers new prices d July 

We have more orders than we can fill; com- 
placent price raiser loses markets....................... Jan. 


When you announce higher prices... Jan. 

PRINTING 

Copper wire corrects static when printing d Dec. 

How we slice printing costs; Cities Service 
Company ... = Dec. 





PRIZE CONTESTS 
Big sales in a hurry ; contests, deals and premi- 
ums Jan. 





PRODUCTION CONTROL 

Scheduling factory production; Acme Steel 
Company’s planning department... Sept. 

PRODUCTS, New 


New plants for new products Oct. 





PROFIT 


12 profit questions 





Where, oh where did our profits go? Value of 
a profit-control committee ' Nov. 





PROFIT-SHARING 

Profit-sharing plan that really works; Sears, 
Roebuck contributes 5 per cent of profits 
and employees 5 per cent of salaries for old 





age security May 


PROGRESS 


oT 





“Such things couldn’t be’ 


PUBLIC RELATIONS 


For better public relations............ onciataleticllatinas Jan. § 


30 ways to improve public relations... July 


PUBLIC SPEAKING 

GE salesmen try public speaking 

Readable notes ; speaker’s notes written on spe- 

d July 


Wake up and go home; practical pointers for 


cial typewriter using large size type 


speakers 





PUBLICITY 


Dramatizing sales progress ; Electrolux refrig- 
erator ue July é 








March : 





PURCHASING 


Purchasing tests save money for Sears, Roe- 


buck & Co Oct. 41 





QUALITY OF PRODUCTS 
Grace Smith never lets well enough alone ; mer- 
chandising methods in a restaurant............... April 24 


RECIPROCITY IN BUSINESS 
Asks return favor d June 63 
Ode to reciprocity; General Alloys Com- 

pany e June 8 








RETAIL CREDITS AND COLLECTIONS 
Bad-debt losses ; per cent of bad debts to credit 


sales for various types of stores.............. d March 61 
Classifying credit users by pay-potentiality d Aug. 55 
Customers choose dates for billing................. d Nov. 61 
Envelope questionnaire increases collection 

returns d Dec. 62 





Penny-payment plan ; installment sales pland May 6: 


RETAIL DISPLAY 


Designed for selling ; new Stineway drug store Feb. 30 


RETAIL MANAGEMENT 

New trends in food distribution Oct. 21 
Prices for sizes; price tag attached to article 

d July 56 
Promised-order system gives satisfaction d Oct. 65 
Sales slips designed to speed phone orders d Dec. 60 
Survey of store customers helps sell shirts d Nov. 60 
These ideas ring up $1,000 in daily sales for 

Sept. 24 


Two ways to make vacant lots pay; Marshall 








gives prices in all sizes 





a Chicago food market 


Field and Sears, Roebuck parking service June 17 


World’s greatest country store; Garver 
Brothers June 21 





RETAIL PROMOTION 

“Carload” March 30 
Plumb’s woodchopping exhibition sells axes April 22 
Sales to visitors; plan used by oil station to 


d July 56 


Merschman 





solicit business 





RETAIL SALESMEN 


Do ex-clerks and ex-retail merchants make 














good salesmen? May 21 
ROBINSON-PATMAN ACT 
God’s gift to lawyers e Aug. 9 
SALARIES 
Charting salaries against waste Dec. 58 
Give me a man who gets things done....................... Feb. 15 
Salary control d May 62 
SALES CAMPAIGNS 
Bigger order plan Feb. 22 





SALES CONTESTS AND QUOTAS 


Again the goat 











Alarm clocks for lagging salesmen 
Do sales contests pay? 
We doubled sales during our dullest months ; 





Northwestern Furniture Company... Sept. 


SALES CONVENTIONS—See: 
FERENCES AND SHOWS 

SALES COSTS 

How we keep track of sales and inventories ; 


Scholl Manufacturing Company.......................... Oct. 


SALES LETTERS 

















Bring-’em-back-to-buy letters Sept. 
Henry Field’s turn-row letters April 
When you announce higher prices........................ Jan. 
SALES MANAGEMENT 
Advance route lists d June 
Bigger order plan Feb. 
China eggs; getting salesmen to develop new 
accounts e Sept. 
New faces in selling July 





President impersonates employees; Kenneth 
S. Parker, president, Parker Pen Company 
uses a pseudonym when he calls on dealers Dec. 








Salesmen’s tour d Jan. 
12 profit questions Oct. 
Why one out of three salesmen fails....................... June 
Why sales managers fail e Aug. 





Letters and Bulletins to Salesmen 
Letters that salesmen like 
Mike Kinney, Teamster 


Aug. 
e July 








SALES MANAGERS’ CLUBS 
Kight o’clock breakfast; Sales Managers’ 
e April 


Four salesmen—one order; competitive sales 





Association, Los Angeles 


presentation feature for sales meetings............ Feb. 
Passing turmoil; National Federation of Sales 
Executives meeting in Chicago................. e July 
Twenty-five year record; Sales Managers’ 
Association of San Francisco............. e April 
When managers get together ; Sales Managers’ 
Bureau of the St. Louis Chamber of Com- 
merce 


e April 





SALES POLICIES 


We have more orders than we can fill 


Nov. 24 
e Feb. 


9 


22 


CONVENTIONS, CON- 


34 
13 
43 


8 


8 


es e Jan. 23 


See also: CUSTOMER RELATIONS; DEALER RE- 


LATIONS 
Combination Selling 


Big sales in a hurry ; contests, deals and premi- 








ums Jan. 28 
Combination sales deals Feb. 45 
Free Trial 
Rebuilt cleaner sales find many prospects... April 23 
Renting of Equipment 
Mower demonstrator plan boosts sales............ April 22 


Rental plan for floor polishing machines 





iene April 23 
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SALES PROMOTION 


Another outworn word e Nov. 
Making of a best seller ; sales promotion plans 
for “Gone with the Wind” April p. 18... May 


Ten promotion plans that clicked... April 





SALES PROMOTION MANAGER 


What every business needs ; importance of sales 


promotion manager’s job e June 





SALES RECORDS 


How we keep track of sales and inventories ; 











Scholl Manufacturing Company... Oct. 
SALESMANSHIP 
Alibi artist’s almanac April 
Dale Carnegie’s advice to salesmen... June 
Lazy selling; salesmen should work for the 

house, not the customer e Nov. 
Perfect your conversation June 
Play shows nine types of buyers......... Nov. 


Selling made easy ; views of Lewis Greene Bless- 
ing, president, Bastian-Blessing Company Sept. 








This salesman risks death to make sales... Sept. 
Demonstrations 

“Carload” Merschman March 

Knack of making your ideas click Nov. 

Mower demonstrator plan boosts sales... April 

Salesmen and dealers go to school... d Oct. 


Price Problem 











Three answers to price objections..................... April 

SALESMEN 

If your salesmen go into a tail-spin.. Sept. 

Play ball! Whether you feel like it or not...May 

Purchasing agent talks back Sept. 

Why one out of three salesmen fails___. June 
Compensation Plans 

Dead horses e July 

Is there a better way to pay salesmen? Feb. 
Drawing Accounts 

Dead horses e July 

Law 
Citizens fight anti-selling laws Sept. 





Wyoming outlaws salesmen ; no house-to-house 
selling without invitation April 
Rating 


Year-end check-up for salesmen ; rating plan April 





Selection 
Are today’s salesmen too young?.................... March 
Do ex-clerks and ex-retail merchants make 
good salesmen? May 
Star salesmen average ten years’ service; 76 
per cent are 40 or older April 
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SALESMEN’S CARS 






































Auto allowances.._____........- Sept. 4 
SALESMEN’S EQUIPMENT 
Album to dramatize sales presentation... d Dec. 65 
SALESMEN’S TRAINING 
GE salesmen try public speaking... May 22 
SALESMEN’S WIVES 
Is a good wife bad for salesmen? Jan. p. 20; Feb. 4 
SERVICE (in Industry) 
“After-sale” selling cceeceeeeeceeeeenncnneed July 56 
ee ae nL eT d Feb. 65 
SHOW WINDOWS 
Cutting off a nose; changing position of show 
window increased business........... d Feb. 64 
Electric eye; use in lighting show windows..d Feb. 65 
Football players of pipe dramatize Crane 
IED ccsicrissinnansinsicsinstiintinsiiiaiiinnsiaion d Oct. 63 
Sure-fire interest getter for displays................. d Dec. 61 
SHOWROOMS 
Caterpillar’s new showroom July 25 
SOCIAL SECURITY ACT 
Hurrah! One item not subject to tax! d Dec. 61 
ee Na cssiciteenciiiihitititiniennsn d March 63 
See also: PAYROLL RECORDS 
STENOGRAPHERS 
Average salaries of secretaries, stenographers 
and typists in 60 cities Jan. 15 
Computing bonuses itn aa. Se 
Excess baggage; stenographic department vs. 
private secretaries... eSept. 9 
50 per cent more work from typists; cen- 
tralized stenographic department, time 
studies, bonuses Jan. 24 
Steno’s manual reduces CrrOrs..... eee Aug. 49 
STRIKES 
Farmers and strikes. esessssscssseceee e June 9 
SUCCESS 
Give yourself the cold shoulder ; success began 
when self-pity stopped. eeeeneeee Dec. 31 
Little jobs, well done, built these careers ; first 
steps in 50 careers Feb. 26 
Rules for success e May 11 
SUGGESTION SYSTEMS 
Employee-suggestion plans that click... Aug. 21 
Prizes for ideas d May 61 
SUMMER BUSINESS 
Management tackles the summer slump............. July 11 





SUPER-MARKETS 
These ideas ring up $1,000 in daily sales for a 
Chicago food market Sept. 





TAXATION 
d Dee. 
Trend of business as seen by the publisher ; un- 
distributed profits tax e March 





Accounting 





‘Twenty ways to cut taxes June 
TECHNOLOGY 


Business looks ahead e Aug. 





TELEGRAPH IN BUSINESS 


Communication economies; methods used by 
the Aetna Life Insurance Company. 
Order telegraph code 





TELEPHONE IN BUSINESS 


Inter-office and long distance communications ; 
Acme Steel Co Sept. 

Phone cost control d Jan. 

Where customers are born; qualifications and 
duties of switchboard-receptionists 








TESTING LABORATORIES 


Purchasing tests save money for Sears, Roc- 


buck & Co Oct. 





TRAILERS 

How to choose a business trailer 

How trailers solve these sales problems 
TIME, INC. 


Pink Limburger ; attack in “The Nation” on 
Time, Inc., publishers e June 





TRAVEL 


Business traveler ; travel notes for the business 
traveler. Jan. p. 67; Feb. p. 69; March; 
p. 67; Apr. p. 63; May p. 67; June p. 66; 
July p. 60; Aug. p. 58; Sept. p. 66; Oct. 
p. 66; Nov. p. 65 Dec. 
Sales built on snow ; railroads promote outdoor 
sports Feb. 








UNEMPLOYMENT 
Relief 


More wages and lower taxes; business could 
take over the entire employment problem. 
(Interview with Robert Wood Johnson.) July 

UNIT OF SALE 


Plus sale idea Feb. 





UNITED STATES 
Economic Conditions 


e March 





Macaulay’s prophecy 
VACATIONS 


Making vacations pay e Aug. 
These plans help solve vacation problems d Aug. 





WAGES 
Economic Aspects 


More wages and lower taxes; business could 
take over the entire employment problem. 
(Interview with Robert Wood Johnson. )....July 


Law 
Trend of business as seen by the publisher; 
minimum hour and wage bill e July 





WINDOW DISPLAYS—See: SHOW WINDOWS 
WORDS 





e March 


Overworked words 
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27 
54 











